
 

 

 

1 Check-In 

 

Staff Tutorials 

Check-In 
To check items into the library and into Evergreen begin by accessing the “Circulation” menu and selecting “Check-

 

 



 

 

 

2 Check-In 

Using your mouse, place the cursor in the light green “Enter Barcode” box and begin entering barcodes using your 

barcode scanner. 

 

Items will begin to appear below as they are checked in. 

 

 



 

 

 

3 Check-In 

If there is a hold requested for the item when it is checked in, the “Transit Slip” message will appear and a holds receipt 

will be automatically printed for this hold. 

If patrons have selected in the OPAC to be notified by email when a hold is available, Evergreen Indiana will 

automatically dispatch an email to the patron letting them know their hold is available for pickup. 

 


